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Work life balance guidance

1
Introduction

This guidance give employees and their managers more information about work-life balance including the options that are available and points to consider before making an application to change current working practices.

Islington Council recognises the importance of having a variety of flexible working options, to provide employees with greater choice and flexibility to manage work–life events.  Work-life balance policies and principles are an essential part of the council’s continuing commitment to support Dignity for All and the Employer of Choice agenda by helping to attract and retain valuable members of staff. 

2 What is Work-Life balance?

Work-life balance is about recognising the importance of maintaining a balance between work and home life and that employees have differing lifestyles and needs. 

The council already offers its employees a 35 hour working week and a generous annual leave entitlement: a basic of 25 days annual leave with an additional five days after 5 year’s service, 8 bank holidays and a further 5 privilege days.  In addition, the council offers a range of benefits including child care vouchers and activities such as health MOT days and discounted Aquaterra gym membership to promote health and well-being.  Employees also have access to an Employee Assistance Programme.  (See section 9 below and appendix 1 for further details.)
Flexible working is not a right, however, it is a benefit.  To ensure the council delivers a quality service, it is important that the needs of its customers are met.  This must be taken into account when making and considering a request to work flexibly.

3 What is in it for me as an employee?

Maintaining a balance between work and home is vital for a sense of well-being.  All of us may need to access flexible working opportunities at different stages in our life: e.g. employees with child care or elder care commitments, or those approaching retirement age who may want to scale down their work responsibilities.

4
How does it help the council? – The business case

There are a number of benefits associated with work-life balance policies including
· higher productivity and competitiveness 
· increased flexibility and customer service, 

· more effective service delivery, improved quality of work and increased customer satisfaction

· raised morale, motivation, commitment and engagement 

· reduced absenteeism and levels of stress, anxiety and depression

· enabling staff to use their full potential in and out of work

· improved recruitment and retention of a diverse workforce 

· supporting ‘employer of choice’ agenda
· reducing overheads

· SMART working reduces pressure on accommodation
· meeting legal requirements. 

The council believes that it is important to support employees in maintaining a work-life balance as well as ensuring that they deliver effective services.  Work-life balance principles benefit both the organisation and its people.  However, it is important that the council can meet its business objectives.
5
Flexible working and Dignity for All
“The council is committed to ‘respect for human rights’. We believe that diversity benefits and adds value to the council’s business. Having a diverse workforce better represents the people we serve. The differences in culture and range of different life experiences bring creativity, vitality and greater innovation to the council” (Dignity for All policy, Islington Council).

In line with the ‘Dignity for all’ (DfA) policy, the council promotes the principle of work-life balance and encourages managers to consider all requests that employees may make to work flexibly, including those that are outside the statutory eligibility criteria, reasonably and sensitively.  The council believes that diversity benefits and adds value to the council’s business.  
Having a more flexible approach to work can also positively promote diversity.  However, work-life balance is not a ‘one size fits all’ module and consideration must be specific to individual needs for staff to work effectively and the delivery of the council’s core objectives.  

If, for instance, an individual’s religion requires specific duties or imposes certain obligations, fulfilling these may sometimes be difficult to arrange within core working time.  Greater flexibility could enable an employee to observe their faith whilst fulfilling their responsibilities at work.  For example
· Ramadan is an important month in the Islamic calendar. Followers fast from dawn until dusk for 30 days. The policy of core working hours allows breaks to be taken at dusk rather than during the normal lunchtime period.

· The Jewish Sabbath begins on a Friday evening at sunset. Orthodox Jews are required to be at home before the Sabbath begins.  During the winter months they may have to leave work before the core time finishes so that they can get home before sunset.  By being flexible in allowing an earlier departure, the council works with individuals to avoid any conflict of culture.

Flexible working can also be helpful in retaining a disabled employee.  Flexible working arrangements are regarded as ‘reasonable adjustments’ and help employers fulfil their duty under the Disability Discrimination Act 2005.  A simple measure such as changing an employee’s hours of work or their start and finish times could make a substantial difference.
6
Options for flexible working

The options described below are designed to support all employees including those with caring responsibilities for children and older relatives.  The council already meets the statutory requirements by giving employees the right to request to work flexibly.  As a council, our first priority is to meet the needs of our customers and any flexible working request must have regard to this.  There are a number of options identified below and the choice will often depend upon the nature of the work undertaken by the employee and service needs:
· Annual hours
an employee works a certain number of hours in a year, and may work more hours in some months and fewer in other. This could support the employee by providing them with more off time in certain periods and support the council by providing more work support in peak delivery periods.

· Job-sharing
a job is split between two people sharing the pay, benefits, tasks and responsibilities.  One person may work three days and the other two or it may be arranged on a 50:50 split. This is a popular option in the council, and technically all posts within the council are open to job-share.

· Term-time only working
an employee is paid twelve equal monthly instalments but takes unpaid leave during school holidays.
· Voluntary reduced work time hours
an employee reduces their hours for an agreed period in return for less pay - for example, a four-day week for a year.

· Part-time
an employee works less than full-time hours and pay, and other conditions such as annual leave is prorated accordingly.  An employee does not have a legal right to move from full time to part time working but the employer has a duty to consider seriously such requests made by parents.
· Flexible working hours
core hours are set by the department and the employee can choose to start or finish work earlier or later depending upon the needs of the service and their work –life balance requirements.  Generally core hours are 10 am – 4 pm but this may vary between departments.

· Compressed weeks
the same number of hours per week are worked by an employee but compressed into fewer days by agreement with their manager 
· Working from home / Remote / SMART working
an employee with the agreement of their line manager on either a one off basis or regular basis works from home or another council site.

· Career breaks

an extended period of unpaid leave from work, to enable an employee to cover for domestic responsibilities or take advantage of activities beneficial to their personal career development.

7
Practical points for the employee to consider
Before applying to do any of the above options you need to think carefully about the following:

· How you will manage financially? – working fewer hours will mean less pay and also less pension contributions and pro-rata holiday entitlement.  Statutory entitlements may also be reduced.
· You need to think about how you work – to be effective you probably will need good organisational skills and a good communication plan.  Do you have good time management skills?   

· How your team and service will operate – How will your proposal / options work in practice?  Have you discussed your proposal with your colleagues?

· Are you happy to share your job with another person?

· How many others in your team are already working flexibly?  – Your manager will need to take this into account when considering your request.
· Are you seeking a permanent or temporary change to your working pattern?  If temporary, how long do you want it to last?

· How will working flexibly help you achieve a work–life balance?
When you discuss your request with your manager you will need to think about how your job could be done once you have changed your schedule e.g. working part-time. 

It would be useful for you to have a plan for how you will organise your work as well as how you will keep up with what is happening at work. 

Remember, if you are working shorter days or weeks, meetings, conferences and training courses will take up a greater proportion of your time.

Finally, you will need to think about how it will affect your colleagues and how it might impact on the service you provide.  Where necessary, be prepared to be flexible to reach an agreement with your line manager.

Remember that if your circumstances change and you want to revert to full time hours there is no automatic right for this subsequent request to be granted.

8
How to apply
Check on izzi for details of the particular policy you are interested in such as early retirement or career break and see the requirement under that particular policy.  Also discuss the matter with your manager, of if you are a trade union member, with your union representative. 

9
Sources of information and advice

If you would like to speak to an adviser or counsellor before making a decision on working more flexibly and how it may affect you, then you can contact the Employee Assistance Programme (EAP) on 0800 282193.  Calls are free and the helpline is open 24 hours a day 7 days a week and the service is completely confidential.  Alternatively see izzi on: 
http://izzi/alfresco/web/izzi/newsevents/freetime/health/eap/
You can also visit the EAP website on: ppcworldwide5.com/ppconline/ for general information on a wide range of work-life issues. 

To access please use:

Client ID : Islington
Password: Council 
If you are a member of a trade union you may also obtain information from your local trade union representative.

10
Where can I obtain further information?

Further information about flexible working choices can be obtained from the HR pages of the internet site izzi (See Appendix 1 for a list) or you can contact HR Express on 0207 527 6070.
The Equality and Diversity Unit can also be contacted for details on the work-life balance policy.  Contact Thuvia Jones Equality Performance Officer on 0207 527 3054 or email: thuvia.jones@islington.gov.uk
Appendix 1

Work life balance Useful sources of information

Below is a list of some of the policies / provisions that support the work-life balance agenda that are available on the council intranet site izzi.

Adoption Scheme 

http://izzi/alfresco/download/direct/workspace/SpacesStore/86decc50-467c-11dd-b560-e7dc4b55b91d/20030801-Adoption%20scheme%20for%20employees.doc
Career break scheme

http://izzi/alfresco/download/direct/workspace/SpacesStore/6db491a9-4693-11dd-b560-e7dc4b55b91d/20071005-Career%20break.doc
Child care vouchers 

http://izzi/alfresco/web/izzi/newsevents/news/hr/childcare/
Dignity for all

http://izzi/alfresco/web/izzi/councilwide/policies/hr/d/dignity/
Employee assistance programme

http://izzi/alfresco/web/izzi/newsevents/freetime/health/eap/
Employment disability and access to work

http://izzi/alfresco/download/direct/workspace/SpacesStore/a23dd246-16cd-11dd-ab65-bb10cc6c344b/20031201-Employment%20disability%20and%20access%20to%20work.doc
Family Friendly Provisions – Parenthood & Adoption Leave
http://izzi/alfresco/download/direct/workspace/SpacesStore/d3db0c53-467c-11dd-b560-e7dc4b55b91d/20071005-Family%20friendly%20provisions.doc
Flexible Retirement Policy

http://izzi/alfresco/download/direct/workspace/SpacesStore/435892f2-46a1-11dd-b560-e7dc4b55b91d/20080208-Flexible%20Retirement%20Policy.doc
Flexible Working – Statutory scheme
http://izzi/alfresco/download/direct/workspace/SpacesStore/5488c41c-475e-11dd-b560-e7dc4b55b91d/20070901-Flexible%20working%20policy.doc
Free time –information on a range of topics including health and well being, discount offers, theatre deals etc

http://izzi/alfresco/web/izzi/newsevents/freetime/
Maternity guidance

http://izzi/alfresco/web/izzi/councilwide/policies/hr/m/maternity/
Paternity leave for partners at or around the birth of a baby.

http://izzi/alfresco/download/direct/workspace/SpacesStore/15d29456-490c-11dd-b560-e7dc4b55b91d/20071005-Paternity%20policy.doc
Personal events – for a range of information from bereavement to parenthood

http://izzi/alfresco/web/izzi/myemployment/personalevents/
Smart / remote working

http://izzi/alfresco/web/izzi/councilwide/policies/hr/r/remoteworking/
Special leave

http://izzi/alfresco/web/izzi/councilwide/policies/hr/s/specialleave/
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